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The purpose of this document is to assist individuals in creating, testing, and remediating PowerPoint
presentations, for Section 508 conformance. The guidance provided is based on the Section 508
Baseline Test Guide for PowerPoint, and the Section 508 PowerPoint Checklist authored by the
Accessible Electronic Document Community of Practice (AED COP). For more information on the
AED COP, to download the latest AED COP guidance, and to gain access to a detailed test process,
visit the Federal Section 508 website.

How to Read This Document

This document is comprised of two sections:

1. The AED COP PowerPoint Checklist.
2. Instructions on how to remediate PowerPoint presentations for Section 508 compliance.

For more information on how to remediate PowerPoint presentations or to request training, please
contact your agency Section 508 Coordinator or email Section508-OCIO@usda.gov.
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AED COP PowerPoint Checklist

When creating an accessible PowerPoint presentation, or when reviewing a PowerPoint presentation
for Section 508 conformance, the following conditions must be considered. The response to each
criterion should be Yes or Not Applicable to be considered accessible. If No is selected, the issue must
be resolved to be considered accessible.

For ease of use, Microsoft’s Accessibility Checker is located on Microsoft’s main menu under File >
Info > Check for Issues > Check Accessibility.

Note: Due to the human-centric nature of accessibility and Section 508 conformance, content creators
must ensure individuals with disabilities are able to request additional formats and corrections that may
not be detected using automated tools, i.e., improper use of color coding.

Document Formatting
A.The filename is descriptive and saved as a PowerPoint (.pptx) Yes | No | NA
presentation.
The filename is descriptive and identifies the document or its purpose.
The file type is in a PowerPoint presentation (.pptx) format.

Text Formatting

B. The reading order matches the visual layout. Yes | No | NA
Objects match the visual reading order on each slide.

C. Lists are correctly formatted. Yes | No | NA
One of the built-in list features (i.e., Bullets or Numbering) is used to
create lists.

D. Columnar Content is correctly formatted. Yes | No | NA
The correct number of columns are highlighted.

E. Text is formatted for the correct language. Yes | No | NA
The text language matches the PowerPoint Presentation’s proofing
language.

F. Link names are descriptive. Yes | No | NA
Link names are meaningful and descriptive of the destination, function,
Or purpose.
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Object Formatting

G. Vital information in the background is duplicated in the
document.

Yes

No

NA

Vital information in the Selection pane can be selected.

H. Data tables are created using built-in features.

Yes

No

NA

Data tables are not pictures.

Data tables do not have merged/split cells.

I. Images and other objects have alternative text.

Yes

No

NA

Images, objects, and shapes have descriptive text as alternative text, or
in surrounding text.

marks to allow assistive technology to bypass the image or object (i.e.,

13 ‘6)

Decorative images or objects have at least one space between quotation

J. The presentation has no flashing objects.

Yes

No

NA

All flashing objects are excluded in the document.

Color Formatting

K.Colors and other visual information (i.e., size, shape, and
location) is also described textually.

Yes

No

NA

Text duplicates the meaning of the color or other sensory
characteristics.

L. The color contrast between text and the background is
sufficient.

Yes

No

NA

The color contrast ration passes WCAG Level AA.

Multimedia

M. Descriptions of embedded audio, video, and multimedia files
are correct.

Yes

No

NA

For audio-only, the transcript is accurate and complete.

For video-only, the text description is accurate and complete.

For multimedia, the synchronized captions and audio description are
accurate and complete.
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Testing Presentations for Accessibility
This section provides detailed guidance on how to make MS PowerPoint presentations accessible.

Document Formatting Instructions

The filename must be clear, concise, and descriptive, and the file must be saved in the .pptx format.
The filename should identify the document and its purpose in order to assist others in locating the
correct file.

m Save As x
4 & * This PC > Documents v ) | Search Documents P
File name: | AccessibleElectronicDocuments.pptx ~
Save as type: |PowerPoint Presentation (*.pptx) ~
Authors: AED COP Title: AED COP Electronic Documents
Tags: Add a tag Subject: Specify the subject

% Browse Folders Tools - Save Cancel

Figure 1: Descriptive Filenames
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Reading Order Instructions
The order in which assistive technology reads each slide must match the visual layout. To ensure the

proper reading order:

1. Open the Selection Pane by navigating to the Home tab and selecting Drawing > Arrange >

Selection Pane.
The first object on the slide will be displayed at the bottom of the Selection Pane. Starting
from the bottom, select each object to view the reading order on the slide.

If the order of selection list does not match the visual layout, manually reorder the list until it

matches the visual layout.

Review  View  ACROBAT Format Q Tell me what you want to do...

i Insert Design Transitions Animations Slide Show
i & | 7| (=L |Arial - <A AN|Bp|iEiE = “ﬁ' NANOHO u | ‘ QShape Al
2 tD Epy - 2 £ Reset - &~ |IOAL L |- 1a U Q&k L[ Shape Qutlin
stel ew : AV - e — =. ~n 3 rrange uic
¥ Glide~ ' Section~ B I U S abeN-Aa- A e ==, (5% ]} e & Shape Effect:
Clipboard Slides Font & Paragraph iE] Drawing | Order Objects
= . || & i E
Selection v % || "% Bring to Front
& Show All || Hide Al Al | UD Send to Back
Subtitle 2 - || 51 Bring Forward
CAccessi ble Elecronic Documen F‘ .-":Tmen -
D . _,-"t-'_ e ~ || "0 Send Backward
5 ——
. Group Objects
ommunltv(.\of Practice Fe) J ’,’
PowerPoint Checklist
Basic Testing and Authoring Guide Position Objects
& Align 4

"L Rotate 4

nte Selectlon Pane

Figure 2: Selection Pane

Note: The order in which objects are added to the page typically determines the order they will appear
in the Selection Pane. Remember to start from the bottom of the list to determine the proper order.
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List Formatting Instructions

Lists must be created using the standard options provided in the Bullet and Numbering System found
in the Home tab under the Paragraph section. Unordered lists must be created using the Bullet
Library, while ordered lists must be created using the Numbering Library.

' Insert Design Transitions Animations Slide Show Review View

o A.
DLay““t Franklin Gothi |20 ~ A A | P = =3= j=- i
5] Reset [']'
e

New L L
Slide - (5 Section ~ B I U S abe?V-pa- A

|
1]
il
Il
4
(s
=
-
=
=
11
1l
4

7 Slides Font Paragraph [

Lists

?List items should have:

« A bullei symbol, or
1 Anumber

Figure 3: Bullet and Numbering System

Note: Avoid using custom images for Bullets (i.e., arrows, diamonds, custom icons, etc.). When
converting to PDF, lists with custom Bullets are misinterpreted as plain text next to an image.
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Column _Formatting Instructions
Columnar text must be formatted using the Add or Remove Columns option, which can be found on

the Home tab in the Paragraph section. The number of columns in this view must match the number
of columns visually on the slide.

Home insert  Design  Transitions ~ Animations  Slide Show  Review  View  Acrobat Format Q Tel
— o - o A. & Iy Y
|:|Layout FrankinGomic 20 ~| A A | A ERi=- 3= 1=- l_lu NNOO
“] Reset - [F]- OA L L
A L == ==, |8 == — r
. B I U S abec AV- A3~ = ===- 2 1= - me ™ { s

Sllde - [ Section -

i = Slides Font F #" Paragraph Cne Column

Two Columns

L

Introduction

Three Columns

== More Columns..

m Subject matter experts from several ﬁ Thi:{ document contains the minimum

federal agencies developed an steps required to make a PowerPoint
Accessible Electronic Document presentation Section 508 conformant.
Community of Practice (AED COP) with The information includes how to author
the goal of improving accessible and how to check your work.

content, advancing the field of o

© accessibility, and creating accessible
artifacts reusable across many
agencies.

O
(@]
O

Figure 4: Column Formatting Window

Select Home tab > Paragraph > Add or Remove Columns and choose the preferred number of
columns when creating columnar text.
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Language Formatting Instructions
Note: If the document only uses one language, you do not have to perform this test.

If the presentation contains words or phrases in a language other than the predominant language,
complete the following steps:

1. Place your cursor on the text.

2. In the Review tab, navigate to Language Group > Language Button > Set Proofing
Language.

3. Select the appropriate language for the text.

Design  Transitions  Animations  Slide Show View  ACROBAT

a%J & J [

Translate Language New Delete Previious Next Show Compare Accept Reject
- e Comment Comments ~
Lan¢ B4 Set Proofing Language..  'mments Cd

Language Preferences... ?

o|71g z=Q ol

Language ? =

Mark selected text as:
ABC

" English (United States) ~

Afrikaans
Albanian
Alsatian
Amharic

W

The speller automatically uses dictionaries of the selected language,
if available.

I:‘ Do not check spelling

Default... Cancel

Figure 5: Setting Proofing Languages

All text must be formatted in its respective language to ensure accessibility.
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Link Description Instructions
All hyperlinks throughout the presentation must have clear, concise, and meaningful descriptions that
describe their destination, function, and/or purpose OR this information is discernable within context.

e Example of a Uniquely Named Link: www.section508.gov

e Example of a link description Discernable Within Context: Ger My Section 508 Questions
Answered

e Example of an unclear link description without context: click here

To create a hyperlink:

1. Select the descriptive text, right click, and select “Hyperlink” OR use “Ctrl + K” to open the
Insert Hyperlink configuration window.

2. Verity that the descriptive text matches the information in the Text to Display field.

3. Enter or paste the URL into the Address field and select OK.

& Cut
EE Copy Insert Hyperlink ? X
Paste Options: i
Link to: Text to display: |Section 508 website| ScreenTip...
iC] : &
Exit Edit Text Existing File or | L0 ™ ks  bocuments v @
A Font P B Custom Office Templates Bookmark...
EORL. Current
=T Paragraph.. B ) olces
. Place in This
1= Bullets » Document
e Browsed
2= Numbering 4 L) Pages
J5 Convertto SmartArt * Gzl ey
Document
@, Hyperlink... . Recent Files
,@ Smart Lookup .
E-mail Address m?“) https://www.section508.gav v
Synonyms 4
4 Format Text Effects..

b“,‘ Format Shape...

Figure 6: Hyperlinks
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Object Formatting Instructions

Headers and Footers
Vital information in headers, footers, and watermarks must also be included the correct reading order

in the Selection Pane. The Selection Pane can be found on the Home tab under Drawing > Arrange

> Selection Pane.

Selection Sz

Show All || Hide All N4

Slide Number Placeholder8 =

Footer Placeholder 7 -

Subtitle 2 Lo

Title 1 -~

Accessible Electronic Document Picture 4 PN

Community Of Practice
Basic Testing and Authoring Guide

CONFIDENTIAL DRAFT — NOT FOR DISTRIBUTION 1 =

Figure 7: Headers and Footers

Note: The reading order is determined from the bottom up in the Selection Pane.

Headers and Footers must be enabled for the information to be found in the Selection Pane. To enable
Headers and Footers in the presentation:

1. On the Insert tab, navigate to Text > Header & Footer.

2. Check the “Footer” option.
3. Enter the information and select “Apply.”
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To create an accessible data table, navigate to the Insert tab, select Table Group > Insert Table, and
select the number of rows and columns.

H ©-

File Home Design Transitig
| lj'@ hline Pictures [
=

Sfreenshot ~
New | lable Plctures
Slide ~ - @IP oto Album - Bl¢

|
|
|
L]
NN
.
.
L

= Insert Table...
Ei Draw Table

L_I'j Excel Spreadsheet

Figure 8: Creating Tables

Note: Complex data tables with merged/split cells or multiple header rows/columns cannot be made
accessible in MS PowerPoint. The presentation must be converted into PDF and the table remediated
in Adobe Pro DC.

To evaluate data tables for accessibility:

1. Tables must be created using built-in features and cannot be an image. To determine if a table
on a slide is an image, select the table and check tab appears in the Ribbon. If the “Picture
Tools” tab appears, the table is an image. If the “Table Tools” tab appears, continue to the next
step.
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PowerPoint Checklistppix - PowerPoint Picture Tools

ons  Animations  Slide Show Review View  Acrobat

E Picture Border ~

ki

— S
=] - | & Picture Effects ~ 0O §end Backward ~

= | l& picture Layout~ B Selection Pane Zh~

Picture Styles Arrange

Document Tests Performed
Annual Report 18 10 5

Testing Process 18 17 0

!
ot

Figure 9: Properly Formatted Table Example

2.

: SEs=ss | 4 .&

_____ Quick
— < -

Ensure that the table does not have merged or split cells. Select the table and use your Tab Key
to move between each data cell and determine if a cell spans multiple rows or columns.
Example of an accessible data table:

PowerPoint Checklist.pptx - PowerPoint Table Tools

Animations Slide Show Review View Acrobat

Styles - A - L
WordArt Styles

Pass

)
b

Figure 10: Accessible Table Example
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Alternative text is a concise description detailing the purpose of images and similar objects. Without

alternative text, users that are unable see the images in the document will not be able to access all the
information provided in the document.

Alternative Text

Right click an image or object and select Format Picture/Object/Shape. Select the Size and
Properties icon and enter alternative text in the Description box.

bty - PowerPoint Picture Toals ca)

- m] X

Review  View  Acrobat Format  Q Tell me what you want to do..

TEIEEEEE 00 -

Y
on | Comment Text Header WnrdAn Symbnls Video Audio Screen Insert
Box - & Footer :j ~  Recording | Media
Comments Text Media Media ~
N
(?) Format Picture S
== .
SH O oE
O O o]
% P S r I Size
\‘ FY I Position
= ® I Text Box
=2 ? o 4 Alt Text
) ) Title ©
P Q
o @
(o] > Description
e s s 8 © United States Access Board Logo
O O o]

Figure 11: Alternative Text for Images

If the image is decorator and can be skipped by assistive technology, enter two spaces between
quotation marks (i.e., “ ) in the Description box.
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Color Formatting Instructions

Visual Cues and Color Coding

The use of color cannot be the sole method to convey significance or meaning. To provide comparable
access to people who are blind/colorblind or have low vision, a combination of visual and non-visual
characteristics should be used.

Example: The following layout tables describe the progress for three projects using colors to symbolize
the current project status. The first table fully relies on color, while the second uses a combination of
color and text to convey meaning:

Table 1: Improper Use of Color

Project Status

Project A

Project B

Project C

Table 2: Proper Use of Color

Project Status
Project A
Project B At Risk
Project C
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Note: This test requires the use of an external application called Colour Contrast Analyzer that can
be executed without downloading. If using the default settings (white background and black text), skip
this test.

The visual presentation of text and images that contain text must have a minimum contrast level of
4.5:1 for regular text and 3:1 for large text -- over 18pt not bolded, over 14pt if bold -- to meet the
WCAG Level AA requirement.

Run the Colour Contrast Analyzer and drag the Foreground Eyedropper tool over a sample of the
text color. Repeat this step using the Background Eyedropper tool and a sample of the background
color. If the contrast ratio is greater than 4.5:1 for regular text and 3:1 for large text, the color contrast
is sufficient.

Figure 12: Colour Contrast Analyzer with Passing Score

E Colour Contrast Analyser == *

Options  Image  Help
Foreground Background

Colour select: Hex: Colour select: Hex:

p 2 R —

Result - luminosity
Text Foreground#000000

o Pass (A4) Background:#FFFFFF
o Pass (AAA) The contrast ratio is: 21.0:1

C a Text passed at Level AA
TR Text passed at Level AAA

AA Large text passed at Level AA
v Pass ( } Large text passed at Level AAA
« | Pass (AAA)

D Show contrast result for colour blindness Copy results
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Figure 13: Colour Contrast Analyzer with Failing Score

Options  Image Help
Foreground

Colour select:

Result - luminosity
Text

Fail (AA)

E Colour Contrast Analyser

=== El e ——

Background

Hex:

EIF o a—

Hex: Colour select:

Foreground:#00B050
Background#FFFFFF

X Fail (AAA) The contrast ratio is: 2.9:1
Text failed at Lavel A&
Large text

Text failed at Level AAA
Large text failed at Level AA
Large text failed at Level AAA

| Fail (AA)
 [Fail (AR

[] Show contrast result for colour blindness

Copy results

Note: Incidental text, text overlaid on images, and logotypes are exempt.

The table below provides examples of accessible and inaccessible color contrast ratios:

Accessible Color Contrast Inaccessible Color Contrast

White text on
black background

ratio 21.0:1

Dark green text
on yellow background
ratio 7.6:1

Light blue text on
dark blue background
ratio: 10.5:1

white text on
red background
ratio: 6.5:1

Table 3: Contrast Examples
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ratio 3.0:1

Orange text on
yellow background
ratio: 2.1:1

ratio: 1.1:1
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Descriptions of embedded audio, video, and multimedia files must be provided to ensure individuals
with disabilities have comparable access to the information. The descriptions must be tested for

accuracy and completeness.

Type of Media
Audio-Only

Description Requirement
Transcript

Video-Only

Text Description

Multimedia (audio and video)

Synchronized captions and audio descriptions

Flashing Objects

Do not use flashing objects.
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